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10 June 1953

MEMORANDUM FOR:

SUBJECT : Report of Message Center Operations,
1 - 31 May 1953

1. Cables Proceased

a, Tab A provides statistical data regarding cables
processed during May 1953, The total volume of cables handled,
CIlA and non-ClA, was 14% less than for the preceding month,
CIA "OUT" sensitive and Top Secret cables increased by 6%;
however, every other category decreased, For the second con-
secutive month, non-CIA traffic declined approximately 10%.
The most significant decrease was in non-sensitive outgoing
CIA traffic ~ 35,4%. The over-all decrease in outgoing CIA
traffic was 31, 3%. Although this rather dramatic decrease
would appear to be in direct response to the order that cable
traffic be reduced, the figure is deceptive. A reduction in the
number of cabies handled is not significant unless there is a
corresponding reduction in the number of groups handled, The
outgoing group-count for May was only 9% less than the outgoing
group ~count for April,

b. Cables selected, briefed, and distributed to the Direc-
tor totaled 659, or 3.5% of the total volume of cables processed,
The substantial increase over last month's total can be accounted
for in large part by the full reporting given to the Iranian situation,
Another contributing element is the fact that DD/P now receives
the same distribution as the Director, and certain cables receive
the DCI-D/DCI-DD/P distribution based on a known interest of DD/P.
-~ c. The average number of copies distributed per cable in-
creased from 8.7 to 9,6, despite a decrease in average number of
copies of sensitive cables distributed. It is believed that this in-
crease is occasioned by the fact that our requirements guide is
nearing completion and is giving us a broader recognition of cus -
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tomer interests, It is amticipated that this figure might go even
higher ance we have established a firm set of requirements for
the DD/A complex,

2. Personnel

25X1A _ a. @have not yet received a formal reply from: 25X1A
| |regarding my recommendations on the career status

of our personnel, Possible delay in this matter can be attributed

to the presaure of business occasioned by the annual visit of area
communications officers, | |spoke to| |25X1A
on 1l June, His comments will be incorporated with other develop-

ments in the June report.) '

25X1A

b, In contrast to our difficulties with the Communications

Career Service Board regarding our senior personnel, the Office

of Communications administrative staff has serviced our recom-~

mendations on personnel in the lower grades most expeditiously.

Seven promotion recommendations, up to the GS5-7 level, sent

forward during the latter part of April were all processed with

effective dates during May. In addition we have been advised that
25X1A the Board has approved the promotion of | |from
GS-Tto G5-9, [ lis one of the six senior staff members
whose cases have been under discussion by the Board since January,
He had served sixteen months in the lower grade,

25X1A

25X1A c. | another of the six under consi-
deration, has now been fully transferred to £E division, Ihave
learned informally that his new Career Board, on reviewing my

} recommendation for his promotion, has passed on it favorably, 25X1A

d. Our personnel strength which reached a peak of|_|in s

April worsened considerably during May, We lost 2 persons by

transfer and 4 by resignation. During June we expect 3 additional

resignations and at the same time will lose temporarily the ser-

vices of 3 others by reason of extended sick leave, jury duty and

maternity leave, It is anticipated that during June we will be

‘operating witk 12 T/O vacancies in addition to those assigned but

not present for duty. This will leave us with an operating strength
25X1A of | | Unless I am successful in obtaining personnel on
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a loan basis or unless persons assigned actually report for duty,
I will be forced to lower our standards to the extent that cables
will not be processed in the same time as at present, In order
to facilitate the assignment of people I have, with reluctance,
eliminated the requirement from most of our clerical positions
that incumbents work rotating shifts. Designating these posi-
tions as day-shift jobs resulted in immediate assignments against
certain vacant slots, Seven people are now processing to enter
on duty over the next four month period. How far we will be
forced to extend this compromise on shift-rotation remains to be
seen. Almost all of our positions above the GS-4 level have been
established on the basis of rotating shifts covering twenty-four
hour operation, Inevitably, there will be little opportunity for
advancement for those insisting on straight day work, while
opportunities continue to exist for all who are able to meet our
requirement of shift rotation. We hope that those now insisting
on day work will, in time, accept rotating shifts in order to

avail themselves of the opportunity for advancement,

e, To strengthen our internal Message Center organi-
gation, I am endeavoring to establish certain positions of junior
responsibility., Attached as Tab B is a copy of 2 memorandum
to the Classification and Wage Division requesting that these
posaitions be established, replacing certain existing positions,
Further, I am requesting a survey of one of our GS-7 positions
and recommending that it be up-graded to GS-9, and established
as the Chief of our Distribution and Typing Section. These actions
will round out our basic organization as it is now functioning and
keeps us within our authorized strength., Finally, we must de-
termine what new positions will be needed to enable us to effect
a substantial reduction in overtime., 1t has been difficult to reach
any valid conclusion on this matter in view of our chronically
under-strength position; however, as you suggested, we are trying
to work out a "swing” or "relief' shift which would enable us to
cut back on overtime in direct proportion to the number of addi-
tional personnel we get.

£, Attached as Tab C is a copy of 2 commendation received
by from the Office of Training,
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3. Cable Distribution

The Cable Distribution requirements for DD/A are still
being coordinated by DD/P. As noted in my last monthly report,
DD/P-Admin had hoped to wind this matter up by & May, They
are now in the seventh month of coordinating!

4, Office Procedures

a. During the month we undertook to compile fairly com-
prehensive siatistics on cables processed, to include: area of
origin or address, subject matter (whether intelligence, opera-
tional, or administrative}, action or confirmation addressee,
and information recipients., It was soon found that the under-
taking required more man-hours than were available. The
project was cancelled for May and was started again the first of
June with a slightly revised procedure. It is hoped that the com-
pilation can be continued on a current basis,

b, On 29 May, , Deputy Chief ROM/RC,
conduced a briefing at our staff meeting on the functions of EQM/
RC. The briefing was well conducted and was exceptionally well
received by the staff, It is planned that other staffs will be re-
quested to conduct similar briefings.

Cable Secretary
Attachments: Tab A

Tab B
Tab C

KEG:tac
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Monthly Traffic Figures

May 1953
: TOTAL COPIES AVERAGE NO. CF
TYPE TOTAL CABLES I8SUED COPIES ISSUED
Non-CIA Cables 7,204 17,777 19.0
CIA "IN® Cables 6,351 99,710 15.7
CIA ®IN® Sensitive
and Top Secret Cables 1,161 72440 A
CIA "OUT® Cablas 3,221 47,026 14.6
CIA "CUT* Sensitive ,
and Top Seeret Cables 585 3,382 5.8
Preliminery Dissems ' 221 4y 420 20.0
TOTALS 18!743 12!‘725
PREVIOUS MONTH 21,904 190,324
' DECREASE 3,161 10,569 1
Cables selected and routed to the Director: :
CETed “apels 588 Maw 659
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Chief, Classification snd Wege Adnimistration 2 vey 1933
Cable Seorelery
Reallocstion of Certain Message Center Positions

1, It is requested that the folloving positions in the Cable Secreter-
48t ~ Mesgage Center be surveyed wnd reallocated ot an esrly dste. The functicns
‘deseribed in the sttached job sheets are slready being perforued us e watter of
necessity by verieus Mesusge Center personnel without true regerd to position
title and grade.

Additions to Mail snd File Sactions

Kail and File Supver, a8 3015 Required for Wight Shift
¥all and File Supver. G3 301-5 Regquired for sy Shift

Mdditions to Distribution and Typing Sections
Info Contral Clerk

A 142.0)
A 142,02

G35 3018 Required for sdded dlotribu.
tion desk, Day Shift oply.
Senior Clerk smmg G5 301-5 Required for Dsy Shift.
Senior Clerk (Typing) 68 301-5 Required for Right Shift.
Sexdor Clevk (Typing G5 301-5 Roquirved for Midnight Shift.

2. Offestting the sbove additions, it is requested the following positions
y bacauee of perscmnel

ba deleted. These positions have not matericlised, p

phortages. As s consequence of opers without them for
ve bave now worked out an arrvungement wi
requirements for Traffic Control Log statistios are sdequa
Signal Center Traffio Control Staff.

Daleticnas

6 past nine wponths,
provided by the

A 137 InﬁSQQQhMﬁ,kmdjt.sﬁﬂﬂmlﬁCMManﬁ; 68 3007
A 337,01 Info Control Assist, (Traffic Contrel) 08 3007
A1 Infs Control Clerk (Traffia Uontrol 08 36
A 138,03 Iufo Gontred Clerk (Twaffic Control a8 301-6
Al Info Control Clark (Traffic Control 8 3015
& 139,01 Info Comtyred Clerk (Tref¥ic Control G 3015

Attach, - Job Deseriptions -~ 3
EARGRET

LodRk

., SEGURITY INFORMATIZY
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Cable Zecrstarist
Nennuge Center 22 May 1953

4142  Job Deseripticn (Reviaed)
A mnﬁl (M}
A 142,02 (New)

Hell snd File Jupervisor
G5 3018

1. The Mail emd Pile Buperviser sets as assistant to the Chief, Mail and
File Seotdon. le must be capable of £411im positl , ' om, whic!
imeludes the following: ine way °n in the Yail Reom, vhich
e Upsrate the Ditte machine,
b, Check coples for appesrsmoe, ascursey, and legibiiity,

2. Tiepe stapp, anserbls, sort and are so; “
meiling, ' ’ prapare eo;les for delivery sad

d. Supervise the soarting and filing of receipts for future reference,

2. In the absence of the {hief, Mall and ¥ile Section, the 3
asgures conpzlets responsibility for the %an end File Seation, ‘En M?ngg
or as Supervisor, he must casume the following sdditicnal dmtiess

, 8, He must snsure that all eables sre re osed without ¢ »
delivered on schedule, produced without delsy and

e le must control the work lood in the section -
of massagon: to enaure an ever flow

Gs He should be able to reecgnise errora that wey have | -
locked in procesaing, andt have them mmmawjm, Hataly, BaY ¢ bean over

de He should be farilisr with 211 sxisting repulstions snd
pertsining to the precessing of esbles. pulations and revisions

e, He sust foudliarize himself uwith all schedule ;
persomnel in the sootios. o8 and polieles governing

f. Fe is responsible for ensuring thst all equirment and fors used
ibe preeesaing of osbless are kept in constant supply u;é wmug ém:ifw i

g+ He is respomsible for maistaining the highest £ offie:
and morsle mecsss:ry to the opsrstion of the Fesssge &r_m& of efficiancy

b, ts is jelntly responsible with the Chief for the :
scticn, or the security of the
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3o The ¥all smi File Supervisor will be requirezd at times to assist other
seotions in the general rrocescoing of cables. To this end he wunt be feellisr with
the foilowing Dunctionas

Ge o wust veet the minimm eleriesl standarls of the Fussege Center
nesesssry $¢ preofreed cables,

a2 pust kmow hew o opersts the teletype printer.

¢e He should be able %o perform general olerical work in the msintenence
of guidew, manueis, snd cerd fllear searching for references, or filins when
rayuired.

e H& 12 responsible for malnteining such reguls tiene governimg the
geouridy and clesniiness of the Hessuye Tenter,

e. e sust otherwise sdapt hivaelf to perfors such work within his kncwe
jedge as will be reguired by the Chief of the sectlon cor the Cable Zeeretsrist Nty
iEfiear,.

he lmurs of duty change by rotation to lasure noverage of this pesition
throughout 8 twenty-four hour dey,

ELTEs This iz o rovised job sheet for Fesitinn 2 142, end covers two udaitionsl
identical positioms for thros-shift coverage. Two Info Control Clerk (Traffie
Coptrel] positicns have bean deleted from the T/0 in subatitution,
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Lable Yeoretarist
Hessuge Centar £2 ¥ay 1952

isforsmtion Control Llerk
G 301-%

le The priselpel duty of sn Inforeaticn Coutrel Clevk is to receive and
crorerly record resussis ond lngquiriss irow ithe oshle nddressee umits concerning
distriiullcon of speeific mesnapes, Within the seope <f the sbove duty, the fellowing
fupeticons are sntulled:

Be Beadiving cequents ond Inguirdtes: Yrls entalle teaking reguests and
inguiries, and saking proper resording of the reguest for subsdesica o appropriste
“apgnase Center subhority for sporoval., 1f aypproved, %he !nfo Comirel Clevrk will
toke Becessnry aotion 4o service the roquest. The types of action recuired inelude
the fellowings

1, fetlen Chescemr 4% the reqsusst of spvro rlats suthorlty, re-sasign
aption on & cerilouier Pessage.

Zeo Gorreoticonss Cerrect menzagey errorcecualy tyned and/or insert sere
wioe corveciions for messapes praviously rrocessed.

He  Sdded Distribution: Make sdditienal ‘latrilmtlen te sdireseses units
gt thes recusst of eoorepriste suthority.

Y, Fesspps Center Llerieal Iuiles: This antells followeup seticn op
Vosgags Lenter filer :nd records nedessary &9 & result of regusste wade Lo the
infersstion Contrel Clerk. Thess duties would include the following:

do bmeeiilng Covlesr Sequesting ® ceriiculsr sdiressss umit to returns
eopies assisned to them in srror.

e Indiestirng Chenges: Indleating distritution or scticn changes nade
tn originel distribution, in order thst Message Cenver files refleect such chanpes.

e Homrs of duty sre G8Xw1T700, hift work iz met required,

BUins  fhic in & pew Kessage Center posilien heretofors covered by assigmeent of
info control Uiilcers as required. (ne Informaticn Conbeel Cleark (Teeffile Sonirol)
ceatbleon has been delsisd fren the T/0 in sudstitutieon.
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Uzble Jegretarisd ’
vensape Center : L8 Hay 1983

dentor Clerk {Typimg)
R i T

1, 7The Senior Clerk of the tyring urit is responsible S0 the Chief,
pietyibution and Tyrimg Jeetdon Tor the prover functlomdng of the tyulng unit for
cne shift in the over-sll work of the Messape Center,

Z. In order that the typing unit Yuneticns end produses syalomutiesily,
it ie the duty of the Senior Clerk {(Typinmg) to insure thet episbllabed standerds
of formped are nsintzined in typing of cables snd thet the work flows es uniforgly
sed repidly 83 vessible into the rell room.

4. To ik rove the stanwerds, & record of iLmcoming work ls kept by the
Serior Clerk who secs that work is inftialed; in order thet proper puldance and
inmstruation may be iven to the spyrepriste typist, It 1s the responsidbllivy of
the Senier Clerk to be sbtle %6 enswer guestions pertaining to the forsel and
produstion of the cable tra:fie, and to inmsure thet the finished product is properly
prooiread before leaving tne seoticon,

Ae Wben the work of typing cables 12 not sdecuste to oocupy ihe iime of
all the tyrista, the Senicr Clerk shell give the typlst further lpstruction as to
the opersticn, orpanisation, snd function of the Messege Center, This will also
sneiude ipstructione for the cperstion of Uitte sapd teletype naohines as well ae
the process of prepering cables for mailing =nd the functioning of Yessage Center
files, Instructing the tyrists in the rrocedure for keeping the cerd files and
in the procedurs for sesisting In keeping the Cotle Sceretoriat 7datrituticn
tulde current 18 also the responsidility of the Jemior Clerk,

&%, Heurs of duty chenge by retmtimh to insure coversge of this position
theoushout & twenty-four hour day.

KiThs This deseription covers three new positioms in the Messags Center, Three
inforestion Contrel Clerk {(Traffic Comtrol) posliilons heve been deleted from the
175 in substitution,

o
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) |
8 May 1953

MEMCRANDUM FCRs Chief, FE
SUBJECTs Commendation
25X1A

1. We would like to teke this opportunity to express
our appreciation for the very aplendid assistance which
| |has rendered to the Communist Party Oper-
ations Course in the past,

25X1A 2 ;llecturea made a substantiel contri-
bution to The course and greatly stimulated student inter—
est. Such Pine presentations reflect credit not only to
him and your staff, but also to the Office of Training.

3. It is our sincere hope that your personsl interest
and support of the training program will continue.

Director of Training
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